W'B’S Worksheet lll - Repair and Renovations IBIS User Guide

INTEGRATED BUDGET INFORMATION SYSTEM (IBIS)
USER GUIDE

WORKSHEET Il
Repair and Renovations

Page 1



7¢IBIS

Worksheet Il - Repair and Renovations IBIS User Guide

Table of Contents
PREFACE . ... ettt ettt h et bt et e s bt e bt e bt e bt e st e e bt eat e et e sh e et e eheeae e bt eat e beshe et e ebeeh e et e she et e nbeeatents 3
Create @ NEW WOTKSNEEL ] .....co ittt ettt st sttt e b e b e s bee st e et e e beenbeesbeesaeesane 4
BASIC INFORMATION TAB ...ttt ettt st ettt st bt et bt e it et e sh e et e s bt et e sbesbe et e sbeeatenbesbeeneenne 10
GENEIAl INOIMATION ... e ettt s e st e s bt e e s b e e s be e e sateesabeeesabeesaseesaneeesabeeenaseenns 12
N T [=Te I AN u =Tl oo 0 110} £ T TP T S PO STOUOPO VSRR 14
REQUEST DETAIL TAB ...ttt ettt st sttt e s bt e s ht e s at e st e s bt e be e bt e sbeesaeesateeabeebeesbeesaeesatenane 17
REQUIREIVIENTS ...ttt ettt ettt sttt et e b e s bt e s he e s at e et e et e e bt e e bt e saeesaeeeab e e bt e sbeesaeesaseeabeeabeeabeeameesneeenseenseens 18
Fi¥e ol 2 T=To [0 1T =T o T=Y o £ USSR 18
BT @ ROW ..ttt sh ettt et e s bt e s bt e s at e st e e a bt et e e bt e she e e at e e ab e e be e bt e eheeea b e e bt e bt e beeabeeeneeeateereen 20
(6 [ Tol=] I o T o 1| O O O T OO T TP P PP UPPTOPOROTOPPRRPRON 21
00 2 | 2 PP P PP PP P PPPPPPPPPPPPPPPPPRE 21
JA¥e o 2T ol 1T o) £ EPPPUPR 22
EStimated ProjECt SCNEAUIE ........eeeeceeee ettt e e e e e et e e e e e bt e e e e ebteeeeeabaeeesesteeaeeseneananns 23
[aaYoF: [otd (o N O] oY= =Yl o =d 21U o F= L] SRRSO 23
REMOVE ROW(S) evrveiiiiriiiiiitiiee ettt e eettee e eetteeeeeetteeeeetbeeeeeteeeeeebaeeeeesbaaeesabaseeesssseeestsaeeesasbeseesassseessasreseesnssaeeesnns 24
BT ROW ettt ettt et h e st s et st ettt e b e e s he e s ae e et e e bt e e bt e e a e e s et s bt e n e e b e e reesreeeaneereeas 24
ATTACHMENTS TAB .ttt sttt b ettt ehe e b s bt e st e s bt eae e besbe e b e sbeeat e bt sbeensesbesasentesaeenrens 25
VIEW @8N ATTACHMENT ...ttt ettt ettt bt e s bt e s he e s ab e sabe e bt e be e bt e sbeesabeeabeenbeenbeesaeesanenaee 26
Delete @an ATLACRMENT ... .ottt b e s ae e et e et e e bt e sbe e satesa b e e bt et e e be e e bt e saeeeteeteen 26

Page 2



IBIS User Guide

Worksheet Ill - Repair and Renovations

PREFACE

This training guide describes how to use IBIS to complete a Repair and Renovations Worksheet Il form.
For policy guidance, please consult instructions for preparation of the Governor’s recommended budget
that are published before each budget cycle on OSBM’s website.

WORKSHEET lll - Repair and Renovations

Once you have successfully logged into IBIS, you should see the Work Queue page similar to what is
shown below. This could be a BRU, Agency or OSBM Work Queue page depending on your log-in
credentials.

7cIBIS

jedin as 1BIS User1 Logout About

STATE OF NO

INTEGRATED BUDGET INFORMATION SYSTEM

OFFICE OF STATE BUIDGE']

ity College Sy

View : BRU - North Carolina C
| v Home || BRU Work Queue
# BRU Work Queue Create New Request ¥ [=] View History [=] View Messages Filter Criteria | FromDate : 0710172013 m ToDate: 06/3072015 m
My Messages k& Lo £=
als Reports Ref# Budget Code  Type Name Status Updated By Lock LastUpdated ™
< Salary Control =
BB-GLHA 06800 Worksheet-1 test2 BRU Draft ibisuser1 2014-07-15 11:53 AM
BB-GLHS 06800 Worksheet-| test1 BRU Draft ibisuser11 6 2014-07-02 2:38 PM
A Admin (|| 44 4 Page 1 of1 I P Displaying ftems 1 -2 of 2

Find the View indicator in the upper left-hand corner of the page. The field should contain only your BRU, Agency or
OSBM. If you have access to multiple departments and/or agencies, these will appear in a drop-down list in this
field. In the example below, the user is logged in as the North Carolina Community College System.

About

inas IBIS Usery  Logout

7ciBIS

INTEGRATED BLIDGET INFORMATION SYSTEM

STATE OF NO

—— = : B B i OFFICE OF STATE BUDGE
I View : BRU - North Carolina C ity College Sy I ‘
| v Home 11 BRU Work Queue
4% BRU Work Queue 1 Create New Request ¥ [—| View History [=| View Messages Filter Criteria | FromDate : 07/01/2013 ] ToDate: 06/3022015 it
My Messages | = 7 <
ols Reports Reft Budget Code bType | Name Status Updated By Lock Last Updated ™
et i BB-GLHA 06800 Worksheet-| test2 BRU Draft ibisuser1 2014-07-15 11:53 AM
06800 Worksheet-1 testt BRU Draft ibisuser11 6 2014-07-02 2:38 PM

: |BB-GLHS

[— Id dpage 1 o1 b Pl Displaying tems 1- 2 of 2
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AT R O e AERCTT s it T, v

Create a New Worksheet Il
To create a new Worksheet Ill form, click on the Create New Request dropdown list.

7%ZIBIS - .

IMTEGRATED LOGET INFCRRATION ST3TER

View : BRU - Horth Carolina Community College System

¥ Home BRU Work Queue
- BRU Work Queue Create New Request | View History [=] View Messages Filter Criteria | FromDate: 070122013 [ ToDate: 08302015 [
: My Messages v - .?
el Reports Ref# Budget Code | Type Name Status Updated By Lock Last Updated ™
L. % Salary Control .
BE-GLHA 08800 Worksheet-| test2 BRU Draft ibisusert 2014-07-15 11:53 AN
: lBBGLHY 0600 Worksheet-| testt BRU Draft ibisuser11 @ 2014-07-02 235 P
A~ admin U4 dpage 1 oi1 b Pl Digplaving tems 1 -2 072
#100% ~

When you click on ‘Create New Request’, the drop-down will display the following options as shown below.
Click on the “Worksheet IllI” option.

BRU Work Queue

Create Mew Request ™ v

Budget Execution
Budget Revision b
Budget Allotment b
Budget Certification b

Budget Development
Work Sheet | ¥
Work Sheet |l

Work Sheet lll

ccenario

&1 ([

4l P

Program Information
Strategic Planning Form
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Once you click the Worksheet Ill option, a New WSIIl Form — Basic Information window appears as shown in the
following screenshot.

Worksheet lll - Repair and Renovations IBIS User Guide

I Newe WSl Form - Basic Information e -

Please enter the information below and click Proceed

Budget Period : 2015-21

Worksheet Type : L
Project Type(s): ~
County : ~

Request Title :

* | Cancel B Proceed

You will need to complete the basic information. The 6-year budget period is set for you. The second option is to
select the Worksheet Type. Click on the dropdown arrow and you will see Capital Improvements and Repairs and
Renovations options; then select Repairs and Renovations. Once you select an option the list will disappear and
your selection will be displayed in the field.

Hew WSl Form - Basic Information b

Please enter the information below and click Proceed
Budget Period : 2015-21
Worksheet Type : w

. El:ﬂ pital Improvements

Project Type(s)::
iRepairs and Renovations

County : w

Request Title :

> Cancel > Proceed
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The third field allows the selection of Project Type(s). Select the categories that best describe the requested
project. When you are finished making your selection(s), click your mouse pointer anywhere outside the selection
box, or press your Tab button to move to the next field.

New WSl Form - Basic Information e
Please enter the information below and click Proceed
Budget Period . 2015-21

Worksheet Type : | Repairs and Renovations w

Project Type(s): »

Amercians with Disabilities Act

HWALC

Plumbing

Electrical

Federal - State Mandate

Structural Repairs

Drainage and Landscape Improvements
Renovations to Improve Use of Existing Space
Historical Restoration

Improwvements to Roads, Walks, Drives and Utilities
Azbestos, Hazardous Materials, UST

Energy Efficiency

Fire Safety

Roof Repair - Replacement

County :

Request Title :

05 o

Note the next two fields are labeled Department/Agency and BRU. In most cases, access is restricted to a single
department/agency so it will default to your Department/Agency and BRU. If a user has access to multiple
departments/agencies and BRUs, a dropdown option will appear for selection.

Hew WSl Form - Basic Information b4
Please enter the information below and click Proceed

Budget Period : 2015-21

Worksheet Type : | Repairs and Renovations w
Project Type(s) : Flumbing e
I
1 1 1
County : v
Request Title :
| Cancel B Proceed
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AT R O e AERCTT s it T, v

Select from the drop down menu the county in which the requested project is located; or select either “Statewide”

or “Multiple” if appropriate.

Hewr WSl Form - Basic Information 4
Please enter the information below and click Proceed

Budget Period ; 2015-21

Worksheet Type : |Repair5 and Renovations | w |

Project Type(s) : |F"Iumhirg F|

DepartmentiAgency : |'.:".“ Carolina Community College System

BRU : |'.:".“ Carolina Community College System

County : b |

STANCY F-

STOKES

SURRY

SWWAIN

TRANSY LWV ANLA

TYRRELL

UMION

WANCE

VWAKE

WARREN

WASHINGTON

WATAUGA

VWA NE

WILKES

WILSON

1" ADKIN

ANCEY
atewide
ultiple

Request Title :
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Enter a descriptive title of the requested project. If the request is for multiple facilities across the state, please
include this in the title. Please note there is a 255 character limit for this field. Where possible, please do not use
acronyms.

New WS Form - Basic Information *
Pleaze enter the information below and click Proceed

Budget Period : 2015-21

Worksheet Type : |Repairs and Renovations w
Project Type(s) : | Flumbing "
County : [WAKE -
Request Title : [Renovate Solar Research and Development Facility ®
X | Cancel B Proceed
X | Cancel

Clicking on the Cancel button will close the window. Nothing will be saved and the Work Queue will
reappear. If all entries are satisfactory and there is no need to cancel the form, bypass this step. Click on the

Proceed button as shown below.

Hew WS Form - Basic Information #
Please enter the information below and click Proceed

Budget Period ;. 2015-21

Worksheet Type : |Repairs and Renovations »
Project Type(s) : |Flumbing w
County : | WAKE -

Request Title : Renovate Solar Research and Development Facility

| Cancel & Proceed
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Once Proceed is clicked, a Worksheet IIl - Repair and Renovations form will open as shown below. The form’s three
tabs (Basic Information, Request Detail and Attachments) will appear in the upper left corner of the screen. To
navigate to any of the tabs simply click on the appropriate tab title and that tabs data will appear.

W5 Il - Repairs and Renovations: | Title:Renovate Solar Research and Development Facility BRU:North Carolina Community College System )

- Status: BRU Draft
Basic Information | Reguest Detail | Attachments

[«

Screen 1D IR

Budget Period : 2015-21

Priority : 0

IBIS ID : | GOBA
Worksheet Type : Repairs and Renovations
Project Type : Plumbing
Department/Agency : North Carolina Community College System
BRU : North Carolina Community College System
County : WAKE
Title : |Renovate Sclar Research and Development Facility 9
General Information
Is this request funded from 100% NGF?: () Yes (@) Mo
Has facility been inspected by the State Construction Offices FCAP ~
(_J¥es {_)No
team?: - A
Insured value of building(s) : £0.00
Age of building(s) :

Named Attachments:

& 0C-25CostEstmate | (3

& FCAP Report

Project Description and Justification: Include short description of type, nature and extent of work required, the need for the project, and expected

E|E|E|[|B|!|L
=
|l m ||
Export POF Save Draft Save & Close Ready To Submit Delete Reguest
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BASIC INFORMATION TAB

Bazic Information

The Basic Information screen comes to the forefront since it is the default tab when creating a new or opening an
existing form.

The information on the basic information tab is largely carried forward from the initialization screen when the form
was first created, which includes the following non-editable fields — budget period, worksheet type, project type,
department/agency, BRU, and county.

Enter the Department priority for the specific request; it is a required field. IBIS will not allow duplicate priorities.
For example, IBIS will only allow a department to have one priority identified as #1 for each type of request (i.e.,
Capital Improvements and Repairs and Renovations).

W5 Il - Repairs and Renovations: | Title:Renovate Solar Research and Development Facility BRU:North Carolina Community College System )

Status: BRU Draft
Basic Information | Reguest Detail | Attachments

Budget Period : 2015-2

Priority : ﬂ

Viorksheet Type . Repairs and Renovations

Project Type : Plumbing
Department/Agency : Horth Carolina Community College System
BRU : NHorth Carolina Community College System

County : WAKE
Title : |Renovate Sclar Research and Development Facility 9

General Information

Is this request funded from 100% NGF?: () Yes (@) No

Has facility been inspected by the 5tate Construction Offices FCAP

team? : (ves () No
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The Division/Institution field may be grayed out for agencies to which it does not apply. The Division may be
selected from the drop-down box if it is appropriate for the agency making the request. It is used for reference
purposes only and does not have a bearing on budgeting.

Worksheet lll - Repair and Renovations IBIS User Guide

WS Il - Repairs and Renovations: | Title:Renovate Solar Research and Development Facility BRU:North Carolina Community College System )

Status: BRU Draft
Basic Information | Request Detail | Attachments

Budget Period : 2015-21
Priority : | 2 ﬂ
Worksheet Type . Repairs and Renovations
Project Type : Plumbing
Department/Agency . North Carolina Community College System
BRU : Horth Carolina Community College System

County : WAKE

Title : |Rencvate Solar Research and Development Facility 9

The title entered upon creation of the form will be pre-populated in this field. You may edit this field at any time
the form is editable within the IBIS workflow.

W5 Il - Repairs and Renovations: | Title:Renovate Solar Research and Development Facility BRU:North Carolina Community College System )

Status: BRU Draft
Basic Information | Reguest Detaill | Attachments

Budget Period : 2015-21
Priority : | 2 9
Worksheet Type | Repairs and Renovations
Project Type : Plumbing
DepartmentiAgency : North Carolina Community College System
BRU : NHorth Carolina Community College System

County : WAKE

Title |Renovate Solar Research and Development Facility 0
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General Information

The general information section on the basic information tab contains several key questions related to the
construction project.

W5 Il - Repairs and Renovations: | Title:Renovate Solar Research and Development Facility BRU:North Carolina Community College System )

Status: BRU Draft
Basic Information | Reguest Detail | Attachments
[
Budget Period : 2015-21 Sereen D -
Priority : | 2 (7]

BIS ID : | GOSA
Worksheet Type : Repairs and Renovations

Project Type . Plumbing
Department/&gency : North Carolina Community College System
BRU : North Carolina Community College System

County : WAKE
Title : | R te Solar f and Development Facility 0

General Information

Is this request funded from 100% NGF?: () ¥es (@)

Has facility been inspected by the State Construction Offices ~
FCAPteam?:

Insured value of building(s) : £0.00

Age of building(s) :

Named Attachments:

& 0C-25CostEstimate | @)

& FCAPReport

Project Description and Justification: Include short description of type, nature and extent of work required, the need for the project, and

[l

[l m [l

Export PDF Save Draft Save & Close Ready To Submit Delete Reguest

o s this request funded from 100% NGF?
This field is automatically populated to “No”. Please select “Yes” if appropriate.
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e Has facility been inspected by the State Construction Offices FCAP team?
This field is not initially populated but is mandatory. Selecting “Yes” results in the form displaying the
following data collection controls:

General Information

= this request funded from 100% NGF?: () Yes (#) Mo

Has facility been inspected by the State Construction Offices
FCAP team?: =~

Was the requested project
included in their review? :

VWhat is the total value of FCAP [gq og
deficiencies? :

{)¥es (@) Ho

Inzured value of building(z) : | $0.00

Age of building(s) :

Answering “Yes” to the question “Was the requested project included in their review?” requires the
attachment of a Facility Condition Assessment Program (FCAP) Report.

e What is the total value of FCAP deficiencies?

Enter the total value of deficiencies for the building as reported by FCAP.

e Insured value of building(s)?
Enter the insured value of the building(s) affected by the repair or renovation.

s Age of building(s)?

Enter the age of the building affected by the repair and renovation. If multiple buildings of different ages
are affected, please leave this field blank.

Page 13
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Named Attachments

The next portion of the general information section is Named Attachments. Clicking the green icon ﬂ to the right
of any of the attachment icons allows you to browse and select a file to attach to the request. Please note all

named attachments will be listed and viewable from the Attachments ta

b | AHACAMENS (ot the top of the form.

Named Attachments:

7]
7]

0C-25 Cost Estimate | (L))

FCAP Report

OC-25 Cost Estimate
The OC-25 Cost Estimate is a mandatory attachment

FCAP Report

The ability to attach an FCAP Report is disabled unless you answer “Yes” to “Was the requested project
included in their review?”

General Information

Iz this request funded fro NGF?: ()Yes (® Mo

struction Offices
FCAP team? :

Has facility been inspected by the 3tat i‘ Yes .;::;. No

Was the requested proje

included in their review? :

What is the total value of FCAP [gg oo
deficiencies? :

@ ves ()Mo

Insured value of building(z) : | 5000

Age of building(s) :
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Once answer is “Yes”, the ability to attach an FCAP Report is enabled and is now mandatory.

Hamed Attachments:

&) 0OC-25 CostEstimate | (L)

& FCAP Report QH—-

Delete a Named Attachment

To delete a named attachment, click on the delete attachments icon & next to the name of the attachment you
want to delete.

Hamed Attachments:

ﬂ- 0C-25 Cost Estimate @ C-25_Cost_Estimate Research_Facility xl=x

& FCAPReport | (&) FCAP Report.pdf

Once you click on the delete attachment icon, you will be presented with a confirm message as shown below. Click
“OK” to delete the attachment or “Cance

In

to cancel the deletion.

Confirm b4

@ Are you sure yvou want to remove this attachment?

QK Cancel
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The last portion of the Basic Information section of the report is the mandatory Project Description and
Justification. Please summarize the need for the project and the expected impact. Text can also be copied and
pasted in this field from other applications such as Microsoft Word, which will preserve formatting from that
application.

Project Description and Justification: Include short description of type, nature and extent of work required, the need for the project, and expected

B|i|u
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REQUEST DETAIL TAB

Request Detail |
Click on the Request Detail tab at the top of the form to bring it to the forefront.

W5 Il - Repairs and Renowvatiens:  Title:Renovate Solar Research and Development Facility BRU:North Carolina Community College System )

—y Status: BRU Draft
Basic | quest Detail |
Screen |0 wmu-l m
IEIS ID : [ GOSA
Reguirements e
Edit Row | Gancel £ |
|Yl Amt ||Y2Anrn ||Y3Ann ||Y4Hmt ||Y5Arm ||Y5An'n || || Updste ||
|
201518 201817 20AT-18 201813 2015-20 2020-21 Total
$0.00 30.00 30.00 $0.00 30.00 $0.00 0.00
Receipts 0
[Edit Riow || Remowve Row(s) || Cancel Edit |
|DF_=.crip‘tn ”Yl Amt ||Y2Amt ||Y3.Amt ||Y4Arm ||Y5.Amt ”‘r’ﬁAmt || || Add
Description 1516 201817 HMT-18 201818 2015-20 2020-21 Total
Mo items to show.
Summary
201516 201617 21718 201813 201520 2020-21 Total

Total Requirements 30.00 30.00 30.00 30.00 30.00 30.00 30.00

Total Receipts 30.00 30.00 30.00 30.00 30.00 30.00 30.00

Appropriation 30,00 0.0 30,00 30,00 F0.00 30,00 0.0

Estimated Project Schedule (dates):

Begin Design : E Begin Construction : E Completion : E ‘Occupancy : E
Does the requested project impact the operating budget?: OYP_C» O No

If yes, describe:

SEEEIRAE
[a] " [
| Export FDF | Save Draft Save & Close Ready To Submit | Delete Request
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REQUIREMENTS

The first section is for Requirements. This section has both an Edit Row button and a Cancel Edit button as shown
below. Both buttons can only be utilized once rows have been created

Requirementsigd
Edit Row

Add Requirements

Requirements for the request must be aggregated to a single line for entry, therefore, there is only one
requirement line allowed and it is prepopulated with zeros. To add a row of data, click on the single row of data as
highlighted below.

Requirementsigd
Edit Row

1 Amt Y2 Amt '3 Amt 4 Amt 'S Amt 6 Amt

2015-16 201817 201718 201818 2018-20 2020-21 Total

30.00 30.00 30.00 30.00 30.00 30.00 30.00

Then click Edit Row.

Reguirementaﬂ
Edit Row |

Description W1 Amt W2 Amt '3 Amt W Amt W5 Amt 6 Amt

Description 201314 2014-15 201516 201817 20718 201819 Total

30.00 20.00 20.00 20.00 $0.00 $0.00 §0.00
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Once Edit Row is clicked, you will see the contents of that single row populate the editable section at the top of the
grid. Also notice the Cancel Edit and Update buttons have been enabled and no longer greyed out. This indicates
you will be able to update the row once you’ve completed entering data, or you may cancel the edit if you wish.

Reguirements@
Cancel Edit \

0 0 0 0 0 0 | Update

201516 201817 201718 201818 2018-20 2020-21 Total

$0.00 £0.00 30.00 $0.00 &0.00 20.00 $0.00

To enter requirements, click into each column of the requirements row to enter a dollar amount for each year of
the 6-year capital planning period. Remember to either click the “x” in the fields to remove its previous contents,
or take your mouse and highlight the data and overwrite it with new data.

Requirementsigd .
/ Cancel Edit

10500 * ® 0 0 0

2015-18 201617 2017-18

$0.00 F0.00 $0.00

Once you are finished entering data for the requirement, press the Update button.

Requirementsid
Cancel Edit

10500 10500 10500 10500 10500 1DE-DU| ® Update

2015-168 201817 201718 201819 2018-20 2020-21 Total

50.00 50.00 50.00 50.00 50.00 50.00 50.00
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The requirement data will then populate the requirements table and the summary table as shown below.

Worksheet lll - Repair and Renovations IBIS User Guide

Requireme ntgﬂ
Edit Row

1 Amt w2 Amt Y3 At 4 Amt Y5 Amt

g Amt
201516 201817 2017-18 201819 2018-20 2020-21 Total
|_ $10,500.00 510,500.00 F10,500.00 $10,500.00 $10,500.00 F10,500.00 $63,000.00 I
Receipts (@
Edit Row Remove Row(s)
Description 1 Amt N2 Amt 3 Amt 4 Amt 5 Amt G Amt Add
Description 2015-16 201817 2017-18 2018-19 2019-20 2020-21 Total
No items to show.
:E-ummagi
201516 201817 2017-18 201819 20159-20 2020-21 Total
Total Requirements $10,500.00 51050000 31050000 31050000 51050000 51050000 353,000.00
Total Receipts 20.00 20.00 20.00 20.00 20.00 20.00 20.00
Appropriation 510,500.00 510,500.00 S10,500.00 S10,500.00 S10,500.00 S10,500.00 S63,000.00
Edit a Row

To edit a row that has been entered, click on the row to highlight it.

Reguirementgﬂ
Edit Row

1 Amt v2 Amt Thva am

¥4 Amt Y5 Amt Y8 Amt

201518 2718 201819 2018-20 2020-21 Total

$10,500.00 $10,500.00 $10,500.00 $10,500.00 $10,500.00 $10,500.00 $53,000.00

Page 20



71CIBIS

Click on the Edit Row button and the data in the selected row will populate the Edit/Add row
line at the top of the grid as show below. Note: You can also double click the row and it will populate the Edit/Add
row line.

Worksheet lll - Repair and Renovations IBIS User Guide

Edit Row

Reguirements@

Cancel Edit
10500 10500 10500 10500 10500 10500
2015-16 201617 2017-18 2018-19 2018-20 2020-21 Total
$10,500.00 510,500.00 510,500.00 510,500.00 $10,500.00 510,500.00 563,000.00

Once you are finished making your edits, click the Update button.
Requirementsigd

Cancel Edit
10500 10500 10500 10500 10500 99500 b | Update
201516 201817 201718 201819 2018-20 2020-21 Total
$99,500.00 $99,500.00 $99,500.00 $99,500.00 $99,500.00 $99,500.00 $597,000.00

Cancel an Edit

While editing, if you decide to cancel, press the Cancel Edit button.

Cancel Edit

Reguirements@

10500 10500 10500 10500 10500 10500 x
2015-18 2016-17 2017-18 2018-19 2019-20 2020-21 Total
$10,500.00 510,500.00 $10,500.00 $10,500.00 510,500.00 5$99,500.00 $152,000.00

The next section of the Request Detail tab is for Receipts. It has three buttons: Edit Row, Remove Row(s) and
Cancel Edit. Both the Edit Row and Remove Row(s) buttons can only be utilized once rows have been created.

Receipis i
Edit Row Remove How(s)
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Add Receipts

The data entry row highlighted below is used to add a row to the receipts table.

Multiple receipts can be entered.

Receipts 0
Edit Row Remove Row(s)
“Descriptiun [t amt [z amt |3 amt Ve amt [~ am [[ve amt I I Aca |
.
Description 201516 2016-17 2017-13 2018-19 2019-20 2020-21 Total

No items to show.

Click on each column of the row to enter a receipt dollar amount for each year of the 6-year capital planning period.

When finished, click the Add button.

Receipts 0
Edit Row Remove Row(s)
Description |1:1 Amt ":2 Ant ":3 At |‘hf4 Amt ”fE Amt ”‘_{5 Amt

Description 2015-16 2016-17 2017-18 2018-18 2019-20 2020-21 Total

Ho items to show.

\

Add

Once the Add button is clicked, the receipts data will be added to the receipts table, clearing the fields in the data
entry grid for entry of another row. Add as many rows of receipts as appropriate to complete the Worksheet IlI

form.
Receipts -
o data entry grid
Edit Row Remove Row(s)
|De5c:ripti0n [[v1 amt [[v2 amt [Fvs amt [['va amt [[vs amt [['vs amt ||
Description * 1 2015-16 201617 2017-18 2018-19 2019-20 2020-21 Total * =
$30,000.00 ||

| £5,000.00 £5,000.00 £5,000.00 £5,000.00 £5,000.00 £5,000.00

\ receipts table
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Notice the receipts data populates the summary table as shown below.

Worksheet lll - Repair and Renovations IBIS User Guide

Summary

2015-16 201817 2017-18 2018-19 2018-20 20:20-21 Total
Total Requirements £10,500.00  %10,500.00  310,500.00  S10,500.00  310,500.00  589,500.00 S152,000.00
Total Receipts £5,000.00 £5,000.00 £5,000.00 £5,000.00 £5,000.00 85,000.00 £30,000.00
Appropriation £5,500.00 £5,500.00 £5,500.00 £5,500.00 25,500.00  594,500.00  $122,000.00

Estimated Project Schedule

Enter the key project dates related to the project’s projected begin and end dates by clicking on the calendar icon
to select the appropriate dates. All four project schedule fields are mandatory.

Estimated Project Schedule (dates):

Begin Dezign : H egin Censtruction : ':4:] Completion : ':4:] Occupancy : j—!]

e Begin Design - Enter the date that design work is projected to begin or started if the project received
advance planning.

e Begin Construction - Enter the date that construction is projected to begin.
e Completion - Enter the date that construction is projected to be complete.

e Occupancy - Enter the date that is projected for occupancy (leave blank if project does not involve
occupancy).

Impact to Operating Budget

This question is mandatory and must be answered in order to submit the Worksheet Ill. When answered “Yes”, you
must enter a description in the space provided as shown below:

Does the requested project impact the operating budget? :

If yes, describe:

I
11
Ml
(1]
=]
=

Page 23



71CIBIS

Worksheet lll - Repair and Renovations

IBIS User Guide

Remove Row(s)

To delete a row that has been entered, click on a row to highlight it.

Receipts 0
Edit Row Remowve Row(s)
Description v1 Amt v2 Amt 3 Amt Y4 Amt S Amt & Amt
Description * + 2015-16 201617 2017-18 201819 2019-20 2020-21 Total * =
$5,000.00 55,000.00 $5,000.00 $5,000.00 $5,000.00 $5,000.00 $30,000.00 |
Click Remove Row(s) to delete the row you just selected.
Receipts 0
Edit Row |_ Remove Row(s)
-
Description v1 Amt v2 Amt v3 Amt Y4 Amt 5 Amt 6 Amt
Description * + 2015-16 201617 2017-18 2018-19 2019-20 2020-21 Total * =
$5,000.00 $5,000.00 $5,000.00 $5,000.00 $5,000.00 $5,000.00 $30,000.00

When the Remove Row(s) button is clicked, the follow window will appear. To cancel the deletion, click the Cancel

button. To complete the deletion, click the OK button.

Confirm b4

@ Are you sure you want to remove the selected Rowiz)?

Cancel

Edit Row

Editing rows in the Receipts sections works in the same fashion as does the requirements section as shown on page

20 of this document.
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ATTACHMENTS TAB

Attachmentz

The attachments section of the form provides the ability to attach any file to the request using the “Add
Attachment” control. Files attached here may be viewed or deleted.

Baszic Informaticn Reguest Detail Ealkttaal{:hr'rlerma “

Attachments
Add Attachment
Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By
FCAP Report.pdf application/pdf 55.989 KB 09M1/2014 IBIS Usert
0C-25_Cost Estimate_Resear... application/vnd.openxmlformat... 8.283 KB 09M1/2014 IBIS User1

Attachments that have been added using a different section of the form (i.e., the OC-25 Cost Estimate and the FCAP
Report) will show in the list. However, you will not be able to delete those files here. To delete attachments added
to the request in another part of the form, you will need to manage the attachment from the location in the form
for which it was attached.

Basic Information Request Detail Attachments

Attachments
Add Attachment
Attachment Name Aftachment Type Aftachment Size Date Uploaded ™ Uploaded By
FCAP Report.pdf application/pdf 95.989 KB 081172014 IBIS User1
0C-25_Cost_Estimate_Resear... application/vnd.openxmliformat... 8.883 KB 08112014 IBIS User1

Page 25



W'B’S Worksheet lll - Repair and Renovations IBIS User Guide

View an Attachment
To view an attachment, first click on the attachment name, and then click the “View Attachment” button.

Basic Information Reguest Detail | Attachments

Attachments
Add Attachment View Attachment
Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By
FCAP Report.pdf application/pdf 06989 KB 09/11/2014 IBIS U=seri
01102014 IBIS Usert

0C-25_Cost_Estimate_Resear... application/vnd.openxmiformat... 8.883 KB

Once clicked, you will see a message asking if you want to open or save the attachment. Click Open to open and

view the attachment; or click Save to save the attachment.

Do you want to open or save FCAP Report.pdf from dev.ibis.nc.gov? Open Save | Cancel

Delete an Attachment
To delete an attachment, first click on the attachment name, and then click the “Delete Attachment” button.
Remember, you will not be able to delete attachments that have been added to the request in another part of the

form (i.e., the OC-25 Cost Estimate and the FCAP Report) while on the Attachment tab. To delete those
attachments, you will need to manage those attachments from the location in the form for which it was attached.

Basic Infoermation Request Detail | Attachments

Attachments
Add Attachment View Attachment Delete Attachment
Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By
testing_adding_attachment.txt  text/plain 0.027 KB 09/11/2014 IBIS Uzeri
FCAP Report.pdf application/pdf 08,929 KB 09M11/2014 IBIS Useri
0C-25_Cost_Estimate_Resear... applicationfvnd. openxmiformat... 8.883 KB 09M11/2014 IBIS Useri
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Once you click Delete Attachment, you will be presented with a confirm message as shown below. Click “OK” to
delete the attachment or “Cancel” to cancel the deletion.

Confirm b4

@ Are you sure vou want to delete this attachment 7

Ok Cancel

.....................................

Page 27



